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22 May 1950

MEMORANDUM FOR: Directer ef Cemtral Imtolligence

SUBJECT s Additienal 3trength eof OCD Library and Liaisen
o Divisioen,

1. The lManageémant Staff fully epprecimtes the increased decu-
ment workload of 00R and has cleosely watched this development. The
sudden increase of the past two months is too recent to determine
if this is a sporadic developnent or will continue at this hirher
level, To alleviate this situetion, Meanagement has considered the
problem in conjunction with like act ivities in ORE and 03I, tirect-
ing its efforts toward simplilicetion of procedures and methods.

2. Within tie past year, the .fanagement Staff has supggested
the following actionsa which would rsduce the total Agency effort
expended in document conbtrol, distribution, indexing end refersnce
usages

8. Participation of ORE and OSI in coding and indexing

the materials to be retained in OCD central reference facili-
ties.

be Consgolidation of ORE information control with OCD
operations.

: ce Functional equipment and simplified procedures for
Library refersnce operations,

 de Simplification of control records in headquarters of
Liaison Division.

3s If consideration is piven at this time to implementation of
appropriate portions of the above listed Management suggestions, it
would appear that the (OCD request requires the following actions

8. DISATPROVE: 2 GB-7 Junior Analysts, Analysis Branch.
These positions ars not needed if: (1) materials to be coded
and incexed are selected by ORE and 08I, or (2) more critical
selection is employed by the Library in materials it inecludes
in the file. ORE analysts feel the files contain considerable
useloss data,

be ArPROVE: 1 GS-5 Disseminator - State Desk, Liaiscm &
,/5?4Division. This activity may require further increase if oCp W
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undertakes reading for ORE divisions. Plan is now under
test with OSI.

ce DISAFPROVEs 1 GS8-4 Control Clerk. This work can be
handled if the sug:iestions of' ¥anagement are implementedand
if part of the workload is assigned to the IAC desks.

d. AFTROVE FIVE OFs 2 GS=4 file clerks Reference Dranch
' 3 18«3 file clerks '

KA

3 38=-3 typists

New functional furniture and simplified procedures should pro-
vide working time ‘%o handle the workload.

®e APPROVEs 1 38-4 Dissemination Clerk
1 G8=4 Jontrol Clerk Central Records
1l GS=3 Meil Clerk

It is hoped that these positions can be recapturad from CRE
inforumation control when JCD assumes reading and distribution
duties of ORE information control.

4., In summery, authorization of nine of the fiftaeen postions
requested by AQ/OCD should permit OCD to render efficient service
if suggestions for simplification are implemented.

5. The “Managemant Steff is charged with continuing responsi-
bility to assist AD/OCD in the lfurther simplification of procedures
and methods smployed in document handling, As new machaniocal
devices appear and as new techaiques are reported, their application
to this operation will be explored.
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